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HSMORAKDUE ¥ORt  Depuby Descter (Adsdnistration)

t Beport of Aceowplishmente During Flscal Tesr 1953 snd

AUBJEOT .
Ohjeakives for Fiseal Year 1934

In sccordanss with your request at the Dapuby Director (Adwministra~
tion) Staff Mesbing on 18 May 1953, 1 am forwsrdlng herewith & report
of the acoouplishmonds durdng the Fiscal Year 19353 and objeotives lor
Figeal Teay 193k, |

e 1 *l 5 "‘e.,“ B -.i; 5 f;'gf:;. i AOH

A Table 6f Organisablen for the Cenarsl fervises Offise totale
in positions wea approved 1D Hovewbar 1953 with & tobal one
duty pevrsonnel celling of #inee that dale sppraxinmebely five
ravisions have bedn made Inciwnding the addition of the Printing
Advisory Staff, the Fesms Contrsl Program, and the tranefers of

the ¥L, DU/P preproduction and (I messenger funstions, resulting

in & suwrrent tobal Table of Urganisabion of with a total
parsennal on-duty esiling m‘ﬁ The Table of Crgsnization of
ﬁmm{m for Fiscsl Year 195h ie atill undse considerstion

in view of the fash that Congressionsl action has not bosn conpleisd,

b

5 SX;‘E"@ 13 _As of 1 July 19352, the Usneral Serviees Office had a tolal of

on duty, Antluding the Aeal Estats and Censtruction

parasonnal

25X1Y! and Transportation Bivisiens, and  |excluwding thess sotivities.

| I Thore ware ersonuel on duty in the Censral Jervices Office 25X 1
25X . on 30 June 1953, This veprosants & nsdl inoresss of oyess

17| » 57y - entering on dwty during the Fiecal Tear, and, as of 1 July 1953, 25X1
25X1 N IS wers in proosss, agsinst 47 vacancies.

4 ;‘03 p é :. ® e SRR * AARL x r |

. :; ’E é § (1) 'The Sarser Servive Seard of thie Office wes organized by

ol 3 « orfice of Qeneral Services Regulation No. (0S-R0w15 dabed 11 August

12 516 8 19582, laber supsrseded and revised as & yesild of reorganizstion by

b H 8l. o Ouneral Sorvices Office Regulation Mo, GS0-20-15 dabed 15 April

S a %‘ § a 1953 ~ | |
: 3 OB - ‘g
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(2) During the Piscal Year 1953, this Seard held a tobal of
soven {7) meetings, Tenbative earuow dsgignations were assigned
Lo the majJority of Ueneral Services office sployses; and, en the
balanve, negoblations wars inftisted sith other Office Cuvsar
Service Dosrds Lo ssvertaln wbether or not bhe beards senceraed
sonsurred 1o the asslgiwoat of desizusbions requested by the en
playess invelved.

{3) Twentywons (L) employsss of Gesoral Servioes (ffica
receivad commndation letters from the Dircoter of Cenbral
Inteliigence a8 & result of having ssrved in s op its prodecessor
ageneiss or in other gevernmnt activitias sngaged in the fliald of
Us & fobeliigonce for an aggrogate of ten {10} yesrs or more.

(4) Turee (3) employess of the Sonoral Serviees Offles were
presanted qush awvards end curtificates as & result of submission
of employee suggesilons under Lhe Inceablve Awards Program,

e

(1) Varlous training prograus alpeady in practics in Genaral
Sarviees Uf{iew were continued and axpanded, in addibion; General
dorvicos Offles gandusted n Revords Hanagenenl Trainisg Course
during the pericd 14 Aprdl through 11 Hay 1933 for Area Racords
GIficare, Hecords inalysts, and Adninistrative Gfficers of the
Agoncy. Six (6) experte in the fiold of fwcords Hanagesent from
outslde the Agenoy partioipstes ia presenting lectures and leading
dlsoussions during the cowse, Further Lraluing gsourses ars
planasd for Plecal Yesr 1954 and senbinuous tratning saterial and
bulletdng are belng iswisd ab regular intervals to furlher the
devalopeont énd tralaing of esploveea in this Tlelds Specisl
sourses are belng plannad in selsoted phaves of the progrom, such
A3 correspondence, adeinistrative reporks snd formss sontrol, and
the Agenay fils manusl,

(2) & pecspitulabion of General Ssrvices Offise wployeos
:ngiﬂimng ab JIA expense or on GI3 time duriog the ysar
is a8 followss '

Bominatious to Defense Gollagus 2
Averdcan Untvereiby (Winth Annual Inabie

tuks in Praservation and Aduinistrstion

of Archives) | 2
Abtendance ab 430 Rivords Nenagesend o

Tralming Course | 25
dbtandanes ab CIA Prosentatdon Progrome 17
Atbendance ab UX4 Opdentation Courses ' &7
Reading Improvement Courses
;gzmm Refrosher Courses

m%?mﬂngmx Qourse {Support)
.. SECRET
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Avkendanoe ab Courana glven by Inberna~
tionel Buglness Unchine Corporation, 10
Hndieots, Hew York

m%mmﬁ b Courses ziven by laberna-
tional Business Haohine Corpevatian,

uashington, Da Oa £t

25X1

A Mall-ime Bscurdty Officer has buea added to the Sbaffl of
the Ofioe of the &xiaﬁy Ganerel 3ervices, snd major acusmplishe
mants in the ﬁ'ww% of security gensrally bawe wezulied.
This iz parbieuiarly tvue of the Pelnting and Zepradustion Flandt

X1 wiarein a nwdwr of phyﬂmi mmsré.ty lmprovenents
ant s u8 woll have been made,

Daring the Fiscal Year 1953, activities of the Usnersl Services
otfioe meealvad an siach total of 50 weittan m&nﬁaﬁmﬂ Irom nenrly
svary offiee of the Ageney.

This #haltl wao mﬁwlimaﬁ on 2 February l?ﬁh Prom that
ﬁam w mﬁ m of the Fises) Tosr they surveyed a tovel of {if-
ublisations, fourteon (14) of which origlnatad in
ng dn substantisl luproveasnta in effisiency of
and peproduction, and alse resuliing in a
f $39,000, annually.

e

Mnx mm Toar 1‘?53, Qeneral Services OCfise procured
357,451 oqusrs ZTesh of office spase (four “2 bulldings) and
m,m mm%uﬁ of m@m BpaLe g:n 2) mz.gwaa}

we have o sotained Lo ab;;%m at‘g: e soncentration 1n
%ht MMW Are 2 tobal spade of She Agonay, when

' ’mﬁmga in ‘thé ¥alblngton ares. During this period,
Tre) e@immt was insballed in most of IA's tespurery

SECRET
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W&Iﬁixxﬂ ab & sosb of §734,685, ﬁammﬁmwﬁ&am s
senslderably improved and a.i.taramws 11

ATTANEO-
washs wope wade with the Talephons (ompany Per the addition of 40
Selaphone lines. One hundred twenty-four (12 sdditionsl sarking
spaces ways scgilred for Ageney use. The safeterias in #5¥ and
o Bulldings were axpanded snd steps ware Laben to improve sarvics,

2. jeal Sgbate and Conatrgobion Divieion
{Transforred to the Logisties Ufflse on 20 Auguet 1952,)

t.m miaaiea offiew on 1} Augusd 1952,)

ihe Transportabion Divisien made subebuntisl sedomplislsanty,
sub wan gesably retarded dus to the lask of pernonnel to parform
adaqaate sexrvice. The growth of this Division was not ia propordion
to the growih 4in the volume of work resdlting from the planning
of BE/P sebivitien snd the procurexent aod shipsent of suppliss
by the Logisbios Offics. Vorsonnol avthorizations bad been re-
quasted o sevoval ooopsions bub had nob besn gramted, Zor detalls
rw&rﬁm& the mm ef she Trassportsilon Rivislon, see sttachad

‘ % (, ppandix B) dated ? August 1952 teo the ﬁh&e? Procurew
; apnly - im Loglables) as Se plans regarding *&hi&a aat;wiw.
fmarﬁy amr the tranader of this activity %o the Log
the number M persennel authorised was inoreased fron

B

reproduas Maal wﬁ Mmmqau ai' :mieh Wﬂ“«-
iy . wore in support of the Folitissl and Paysheldcgical
wWaviape Program (sse Appendix O). A% the requsst of the Assistant

Firester; Uil, & spesia) reprodustion sobivity was tesneferred from
Wl te m General Serviees O{fiocs ln order to provide were tochnie

ond ¢ en. SAinee the date of tranafer, cowsendaticns have

oo maivm& from thel Aswistant Dlrsotor, t‘:&: oo 1t eperatiun,

Also during this period, the ropraduction ax&iﬁﬁy of the Foreig
Intelligenes Staff, BO/P was transferred te She Censprsl Servises Cifice

- )
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with substantial bucklogs, The Lransfer was offested ot the request
of the thisf of iduintevratien, Du/P, in order v6 previde more
technieal pupsrvision and improve produttisn, The regreduction and
digsemingtlon of FI preports are now kepd eurpent on a dally basla.

_ production snd eontrol system was installed in the
plant luvelving produstion sbendapds for individusl
saployess in order to guarantes saxiews wbilizetion of Frsonnel
snd effialenoy of production, This Division has received BIBETOUS
sommendations during the Fiscel Year 1953,

£

25X1

i ade T PR ) 4
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(1) B pran Cenbar - The amall Records Canter now operated e
by this aotivity bas in 1t custedy 3,200 subde faet of records 25X
squlvalent 4o filing cabinets and repressniing a saving of
%i%y. Apprasizmately 1,600 feet of regords bave booen rsceived

dwring the past Fleoal Yesr., Two hundred (200) euble feat of

rosords were destroyed, This astivity serviced 1,500 reference

roquests Sop 8,900 record items, A recomsondeblon was made en

27 Devsnbar 1952 for the vonsbrucbion of a Records Canter ab the
25X1 Zbe eriginel propessl was set considered

1 She inlerest of sochomy, bub now we wpderstand that it will be

sensldersd, as tha sonsbraction of the Center will represent a

gross saving of aver §1,000,000, whersas the cost will bs approsi-

mabely $411,000,

(2} Raggnds Henamowend Trajning Froprem - The Records Hansgee
ment Training Progran consisbing of 16 lesture hours was of fered
Lo Agendy personnel and was attended by san aversge of 7Y eaployees
whoss reaponsibllitiss invoive records manageaent,

{3 '

Y

{a) The respineivility for correspondende managmsent
snd forms management was sronafevred Prom the Offigs of the
Souptrolisr Yo the Canural Servieus Office, It is plannsd to

, inorsass these prograns in bhelr SCope, And spacial canuals
o0 these subjecty are now in the process of balog written for
Agency parecnadl.

iB) & gﬁmdam filing gﬁm for &h:h A;x:?;y has basn
devaloped and a manval will be published shorbly sovering
thia m&m; F ﬂ;@; wss ﬁ:%m to Ibmdud%g all flling
squipment and supplies. lNotises regarding this standapdiss-
Sdon are about to de published.

{8} Becords surveys wors sondusted in the Logistics,
Somptrollar, and General Services Ufficos, the Becords Integra-
tHeon Raff of PI, and the Westers Hemlsphers DAviaton, LO/P.

STCPET
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Subgbantial scuomplishments in sstabiishing the records of
thous offioes agcording Lo the Agansy Filing system, providiag
dispesal sobedules for current and futurs vecord materlsl, and
many othér acscapliphuwents In the fleld of efficliency, wore
sthieved. In the cpes of the LI/P sres, rescomsudetdons weprs
#ado which ave estimstod o effect s saviag of 143 positlons at
aa annual ebimated cvsh of ¢529,000, This survey included
many obher recoasrendeblions which, if sdopbed, sill result in
subatsartial inprovement in elfislency of hsndling DU/F resords.

(8} Ares Hecords Ufficern have been appointed by each of
the prineipal offices of U14 and thess individusls have besn
tralned in the field of records msnageusnt, ‘

(¢} In sermection with vitsl waterisls, the vumber of
dosuments hae been increased by approximstely 3,000,000 and
svery offiee in the Agency is now partisipating in the wital
matarials program. Deposiis to dabte dobal more than 8§, 000,080
doowsent 8.

(£} In gomectlon with #all Contrel, as the result of
studies oo yoluse and distribusion of meil, & nusber of
luprovesente In schadules have been aghieved. MNew mail
Lrasks bave been provured in whieh sording of sall 1o sooome
piished in transit, saving conoiderable time in sorting snd
distribubieon of mell,

{&)

() The following ibems were scecmplished by this Branch
with the savinge as indiosted:

Iostallation of mechanical
burgbing machine § 7,50

Eatablishuent of coded file
for qualifications of
applicants $,000

Bstablishaent of ¢oded file
Tor gualifications of
SLA enployess 74500

Tranelor of responsibility for
dally obligation and expense
vwwushers from Flaance Division
ropdlting in equipesnt and
porgonnel savings k078

St RET
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 Redused rental of tabulating
Squd peent 13,754

Davelopment of mavhine type
fors for attendanse report ,
and payroll ehangs slip 13,000

Appitsation of stook control
assounbing ts machione
reuopds ~ suviogs are ,
unimown, hut are estimabed ab 18,000

Qonveraion of woucherad pay-
rali from mansal to mochani-
zal zethods 31,300

TOPAL =  $98,029

{b) 7This Branch developed slectric sussunting machine
requirgasnts snd procedurss for the inetalistdon of en ilH

S i8] Jandt recrulted and twained edx (& spersiors

and superviscra for that project.

(8) The Brench converted vouchored peyroll from manval
3¢ meghanloal mathnds,

{4) asdiddional porsonnel reporss have been lnjtisted av
Zollows: a pew monthly strangth repord}) as Agency gains and
losses yeportj a monthly smployse proswtlon study; studies on
Aganey grade distribution) and many ether special Sypes of

{8) Por the Logistics Offies, etock control and account-
teg retords invlude stock control, stoak an hand, stoek due in,
otk due gub, stobk 1n transls, stock reselived, atock lssusd,
Lnventory adjustuunta, and praparation of the Agensy supply
atalog,

{£) Por the 0Ifioe of the Compbroller, the mschine
Seshnique has bewn applisd 3o veucsharsd payroll and to allot-
mant and project accounting on uavoushered funds. Also,
pardodio reporis wers prepersd of & musber of differsnt iypes

fov special purposes.

i ) During She year, seversl operstlonal p ‘ms ware

and othars were plamned for the fubure,

SECRET
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Printine Advinory sgaii

{1) 7o gontinue the review of the Agency's publicstlons
(valenss of appraximately 30) and the large velums of reproducs
tion work for the purpess of effecting econgnles and sfficlenclies
wheraver poasible, Howsver, 1t is sxpectad that the review of
;:%?ing Ageney publicdtdons will be nesprly dompleted by 1 July

? g

25X1 (2) Yo saintsin constant Malson with whe|  Staff and area
divisions in 3 consulting capacity on thedr printing problens
SVEYIoes,

by

Amsuming thad the spacs reguirexents of the Agenvy for depart-
mental aotlvities are substantially filled, the efferts of Lhis
Division will be primayily spent iny

25X1

{2) ¥Haking periedic surveys of spaos vsillgation for the
purposs of deternining spsve lnuguitles whersvor Lhey may sxist.

{3) abtempting to effset bwilding consolidabiens wherever iY
mae bha Pfageihie through avrangsesents with Gensral Services Adsinl-
shratlon. 25x1

(&) In the event that possibilities of a new bullding becous
eninant, to work with Genersl Services Administratlicn on the B
pPlanning and gonsbrustlion of sush s bullding, S

{3) Hurveying the use of telaghons faellities to effect
seovonles wharevay possible.

The eetivity of this Divisien will be devoted o1

{1} Internal time and motlon studies of sn jnformal nature
in an effort So {sprove effictiensy of produstien,

(%) Revising the production contrel system and revision of
preduction sbandarde, ss regquived, for ihe purpose of improving
ovareall effisiensy and improving per capdba production of the

*

25X1 SECRE;"*

R
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{3) ‘Ths isstallstion of an inexpensive Lype ocost sescwnting
aysten in gooporation with the Comptroller.

{h) fCoopsrsting with ths Primting Adeisory 5tsff in the luprove-
mont of methods and prigedures for printing, veprodusing and progess-
ing of Agenoy pwblisations and othsr sabsrisi,

{6) Zmpanalon of thes reproduchion unll operated for the cone

vanionse of M0/P activitias for the pursose of providing mere “une-
the-spet® reprodustlon,

de figeords Services Division
The progran of Recdhrds Ssrviess will include:

(3} 'The sonstruction of a decords Center (now proposed) at
25X1 | |at & gost of spprominstely J4ll,000
and the opbablisbuent of st and afliolent reference sapvicae
from thia Cantoy for deparimental astivibties,

{2} The publication of an Agenoy Forus Hansgement Hanual.

(3) ‘The publlestion of a Correspondense Xsaagement Hanual.

(k) The publication of an Administrative Reports Hansgenout
Hansial e

{5} Improvement of ths vital matorials program involving
redugtion of mierofilnsd docuawnte and indresss in the aumber of
original documsnta, and the rssoval of vitsl ssterials now in
the repository whioh sre no longsr vital.

{6) Purther stenderdization of filing equipment and supplies
in the Agenay.

{7} Improvayspt Ln the Agenoy Filing Manual as required,

(8) Rovords surveye of opersting sctivitiss not yet survuyed,
parbioularly in the DD/I aves. The folleow-tlorough of recorde
dlsposition vhere programs bave slresdy been sstablished,

(9) The offeriog of spesial records management tysining
prograas in ?;g wital matorialae, (b) forms wentrol, (&) correspond-
ends sontrol, (4) adainlstrative reports control, and (e) records
 Ligd s 4 1 L

(10) The offaring of an ovor-sll records mensgenont trsining
progras for Agangy parsonnsl in all phases of rucerds mansgesent
alalley 4o Shat whish was offersd and complated during the months
of April snd NMay, 1953, It is preseatly pleansd that bthis program
w1l be offered spproximately in February, 1954,

25X1 T |
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{11} 7The appllcation of msehine veshniqnes Lo subsbitute for
wanual meabhods now in lws in maintedning ssssntlal records in
variaus‘s&xiaiaarativaéana operating oftices, There are st present
four {4} wew projects belng dlecussed in she Fl, Comsunicalions

25X1 sotivities whleh will undoubtudly be cempleved durliy the
next fow wmonths, The pecerds survey of 4l indieates that thers
are wany posslble spplivations of mschioe techniques to Du/P
regords, particularly bhose of Fi. Thoess will bs tovestligated in
ﬁgoyaratiwﬁAwith wi/P bersonnel to determine the applicability
of the maghine Lechalqle, Also, considersble effort will bs
g;%;iigghinﬁlaviging out reperting dates for dsta now mailntalnsd
i daciine Records for ths purpese of reduct : ; X
elininating overbime. parRe 76 ory A ponaiule,

25X1

Chief, Jeneral Services (Ufles

Attachments
Appandix 4
Appendix B
Appendix §

¢cy Chrono 4 v
Subject file" -
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